UGANDA CHRISTIAN UNIVERSITY

STAFF LEAVE APPLICATION FORM

Type of Leave (Tick as appropriate) |34, | R ————————
Annual | | Study [ ] Maternity [ ] Paternity [ ] Sick [ ] Unpaid [ ] Compassionate []

A. EMPLOYEE DETAILS

Name of EMPIOYEE N FUIL ...t
DEPATTITIEIE ..0ics o070 s s svsursuns sos sexeanon permna suwons smm mwssas vax 57 55 05165 488 F1 08 H 2 =7=Te (o] 5 VAT
Contact AAAress While ON IEAVE ......cooouuviieieeieee e
TElEPNONE CONTACE ...vvieeeeteaeeteie ettt b
Proposed Leave Détes: =1 0] 0 1 AT PP B0, s s s wam e maw e i AR
Previous Leave Dates: FrOM: .......cus i seusesisssssssmmevoroesssnssmnsmsmmnsness saes 1 DO
Signature of the applicant: ....................... e Date: covveeeeiieieeie e

B. VERIFICATION BY HUMAN RESOURCE OFFICE
No. of Days Previously Taken..........cccooiinniiinniiiiinnnnnns No. of Days Outstanding.........cccooeeenieenn

SIGABALUIE. ... covrossiisssmamsiessonssssns s iomssumssussrpses vasws sxwaxns nesF5555 64 555
Human Resource Office

C. RECOMMENDATION

| recommend that He/She takes...........cccccunie oy R 1+ ) O - TR

SHGNEA: ..t DAt
Dean/Head of Department

No. of Days Previously Taken.................. A——— No. of Days Qutstanding........cccccceeeiiveeennns

Who will cover during the applicant’s 18aVe? .........ccoiiiiiiiii

D. APPROVAL

Deputy Vice Chancellor (Academic Affairs) ........ccooveiis DELG...... comne e monmsssicsniss ssv s
Deputy Vice Chancellor (Finance & Administration) ............ccccooiinninnnn. BAE.... ..omusmesmssenmes sa v
Deputy Vice Chancellor (Development & External Relations) ...................... Date...ueceieeeeieeeeeeeeeeeen
VICE CHANCEIION ...ttt Date......coeeveeeeeiiienn
Note:-

1. Teaching Staff can get leave only during academic holidays.

2. Annual Leave is 22 working days for all categories of staff

3. The original form is retained by the Human Resource Department and one copy of the form is submitted to the Head of
Department.

4. Application forms from all staff below category 3 should be approved by either respective Deputy Vice Chancellor

5. Leave must be applied for and approved at least 2 (two) weeks before the start of the intended leave.
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